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Weekly leport - Week Ending 10 April 1957

1. Contributions
a. Tanglible

(1) Records Center received 11 cu, ft. of inactive records
and destroyed or transferred 55 cu. ft.

(2) Fourtesn new and revised forms completed.

(3) Reviewsd eight requisitions for filing equipment;
retwrned two to the originators for further consideration.
Onenfthoaga is for additional modern equipment
for use in UD/P that will provide them with greater
filing space and faster reference,

(k) Completed the evaluation of four employes suggestions.

b. Intangille

(1) Arrenged for the return to the contractor h1,000
unsatisfactory forms, The contractor has agreed to
replace thenm, 1

2. Assigmuents (Active)
a. Installation of filing system in Graphics Registry

.~ Pe Installation of filing system in Applied Sclence Hvisions,

581
c. Twenty-four new and revised forms in process.
- do Records Disposition Survey, OCR |

" e, Use of Shelf Filing - Blographic and Industrial Registers
“fo Use of Shelf Filing - Office of Security
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& a}ecorda Fanagemssd Survey - Stock Mamagement and Requirements
Section, Loglstics Office

h, Records iispesition Swrvey - Comsmercial Staff

3. Hews
a. conplchd_m OTR "Hasic Managewent Course.”
be | |complated *iorm and Ouide Letter Course"

conducted by the Hational Archives.
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